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Online District Registration Online Schedule
Change Requests: A ClassMate Users Guide

The ClassMate District Portal is a secure site that allows authorized district personnel to easily
submit requests for both CTE and Academic student schedules for the upcoming school year. By
using point and click drop-down menus, counselors can request schedule changes and
withdrawals with no manual data entry required.

Prior to the first login, authorized users must have a valid email address recorded in the
ClassMate System. The District Portal is then easily accessed using any web browser. Contact
your CTE or BOCES administrator for support.

After district portal users have made schedule change requests, ClassMate users must then
make those requested changes in the ClassMate application.

Getting Started
Login into the ClassMate application, access the following URL:

https://portals.classmate.net/sites/sitename

Viewing Change Requests:

Users can view change requests via the Alerts button found on the navigator screen or by running
the ODR Schedule Change Request Report (ODRSchReq).

The Schedule Change Alerts button will notify users that schedule change requests are waiting.
This feature must be turned on prior to use.
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ODR Schedule Change Requests
For 08/29/2016-07/11/2017
Wilson 8 chool District
Wilson Area High School
OFEN New Akian, Maween E 000011394 Comment:
oo Mew Course: Building Construction Technology (PM e St D L e
OPEN Change Buzson, Brandon & 000011102 Comment: scheduling conflict
Ol Course: Coruputer Networking J P Start/End Date: 03/25/2016 - 0913012016
ceeco. Tew Course: Computer Nt e LA s Bt Dt e
OPEN Change Burson, Brandon & 000011102 Comment: schedule conflict dus 1o PE credits
Ol Course: Computer Networking [ P Start/End Date: 08/25/2016 - 0913012016
ceeco. Tew Course: Computer Nt e LA s Bt Dt e
OPEN Change Burson, Brandon & 000011102 Comment: scheduling conlict
Ol Course: Computer Networking [ P Start/End Date: 08/29/2016 - 1041412016
ceeco. Tew Course: Computer Nt e LA s Bt e e
OPEN Change Buzson, Brandon & 000011102 Comment: requested by parsnt
Ol Course: Computer Networking / P Start/End Date: 03/20/2016 - 033112017
New Course: Computer Networking [ AN Start Daie: 041032017
Comn Clange  Buson Bradond 00102 Comment:
Ol Course: Computer Networking / P Start/End Date: 03/20/2016 - 0741012017
New Course: Computer Networking [ AN Start Daie: 07/11/2017
Comn Clange  Buson hvomS  0WOISST Comment: Schedule conticr
Old Course: Cosmetnlogy | AN Start/End Date: 03/20/2016 - 0913012016
O B e e St e L s
OFEN Change Buzson, Anora S 000011951 Comment: did not like cos
OId Course: Cosmstology / &M Start/End Date: 08/29/2016 - 1041412016
e T s e i St e L i

Activating Schedule Change Alerts:

Select ClassMate System Administrator>ClassMate User Management >Alert Tab

Turn on Alert for each individual user that would like to see the button to alert them of pending
schedule changes
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Processing Schedule Change Requests:
Users can view change requests via the Alerts button found on the navigator screen or by running
the ODR Schedule Change Request Report (ODRSchReq).

m Status: All

m Request Type: Sort by request type. Options Include: New, Change, Withdrawal
or All

@ Select a Student: Select a student to process request

E Schedule Processing: Select the BLUE Schedule Processing button

g (1)

- Schedule @
g o e e o Processing
Student ID
" 9 a . 100011176

D?,"IJ?,"ZM? Ms Heather... 000011176 Stern Jese
OorEN 07/07/2017  Ms. Heather.. WASD WaHS 000011102 Burson, Brandon A
OorEN 07/07/2017 M= Heather.. WASD WaHS 000012099 Danke, Renee M
OorEN 05158/2017 Ms Heather.. WaSD WaHS 000012065 Mattaw, Micah J
OorEN 0402/2017  Ms Heather.. WaSD WaHS 000012161 Fackers, Mathaniel R
OorEN 03/23/2017  Ms Heather.. WASD WaHS 000011102 Burson, Brandon A
OorEMN 01312017 Ms Heather .. WaASD WaHS 000011518 Einstein, Katie A
| o W oi=d N [ I ] e b H thos LALA O LALAICT 00011 ce > i o T Iy

Selecting the Schedule Processing button will drop users into the Student Scheduling module.
Process schedule changes using the normal process. Change existing>Create New
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Updating the District Portal Schedule Change Request Status:
If you are making changes from the alerts button you will need to ensure that you change the
request status from that screen to clear the que each day.

Select a student by placing a checkmark in the box next to the selected student status

Select the request status from the drop down menu. Status options are setup in master
codes and should be established prior to use

Enter a comment (Optional)

BB BB

Select the BLUE update button to update the request in the district portal. This will
allows the district portal use to see any updates or status changes.

Schedule
Frocessing

Status 1 Reguest Date | Request User | District School | Student D Student MName
OFEM 07072017 Ms Heather.. WaASD WaHS 000011176 Stern, Jose
O OFEN 0707207 Ms. Heather...  WaASD WAHS 000011176 Stern,Jose

o IEZZN

This process is the ONLY way the district portal users will know the status of the request.
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